
JEFFERSON LAB

Travel Authorization System

Instructional Demonstration



1. New travel authorization

2. Edit travel authorization

3. Error Check

4. Trip Reports

5. DOE or NON-DOE Sponsored Conference List

6. Popular Trips

7. Project/Org Report

8. Unused tickets

9. Help (Tutorial)

10. Who can add people in JList



1

2

3

4

.



1

2



SAVE:  Status of new or changed un-submitted trip 

Edit: change or add to un-submitted trip

Delete:  remove un-submitted trip



SUBMITTED: Status of a trip with estimated costs ready to print and get authorized signature

or already printed, signed and sent to Travel Services.

Addendum: change or add to a submitted trip

Cancel:  a submitted trip was not taken



CANCELED:  Trip was not taken after it was submitted.  

Contact Travel Services if trip can be archived.

COPY:  Make a duplicate of a TA if multiple people are traveling to the same

destination or one person is traveling repeatedly to one destination.



Travel Authorization System

Completing the form on-line



 Header

 Estimated Expenses

 Prepayments/Deposits

 Summary

TA Form Sections
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City/Region may be a county instead of a city: 

Example:  Merced is in Kern County

NACO website –

http://www.naco.org/Template.cfm?Section=Data_and_Demographics&T

emplate=/cffiles/counties/city_srch.cfm

Lodging - $62 

M&IE = $44

Not Listed: 

standard rate applies 

Lodging = $70 

M&IE = $39



Is the distance greater than ‘>’ or less than ‘<‘ 125 miles?

Will trip last more than 12 hours?



‘NON DOE – Not trng’ conference entry



ESTIMATED EXPENSES



ESTIMATED EXPENSES

.



.http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8211&ch

annelPage=%252Fep%252Fchannel%252FgsaOverview.jsp&channelId

=-16861



ESTIMATED EXPENSES



ESTIMATED EXPENSES



Prepayments by Lab

Registration Fees

(55-003)

Hotel Deposits

(45-001 or 45-020)
Training Course Fees

(44-003)



PREPAYMENTS/DEPOSITS



Deposits



PREPAYMENTS/DEPOSITS

.



SUMMARY



- Early reimbursement for prepaid expenses 

charged to a credit card payable before travel is 

completed.

- Cash to meet expenses while traveling – if 

eligible.

Cash Advances



SUMMARY


